Performance Review Meeting Summary

Date: [Insert Date]
Employee Name: [Insert Employee Name]
Position: [Insert Position]

Reviewer: [Insert Reviewer's Name]

Discussion Points;:

o Achievements: [List key achievements]
e Areas for Improvement: [List areas for development]
e Goals for Next Review Period: [Outline goals]

Feedback:

[Insert specific feedback given during the meeting]

Next Steps:

[Outline any follow-up actions or meetings planned]

Conclusion:
[Wrap-up remarks and encouragement]
Signature:

[Insert Reviewer's Name]



